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KFFECTIVE BUSINESS LETTERS 
Write as you would talk. Make your letters interesting. Be tact- 


ful always. Be up to date. Avoid monotony. Do not be negative 


By VIRGINIA YOUNG 
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WHEN you dictate a letter to anyone you 
mentally shake hands with him. You talk to 
him personally, specifically, and as an individ- 
ual. That is why the personal letter is next to 
the personal call in effectiveness. 

Let's look at the business man of about a 
hundred years ago—perhaps your grandfather, 
ot mine: Grandfather finished his leisurely 
breakfast, climbed into his buggy, called out, 
“Giddap, Dobbin,” and lumbered away to his 
office. He opened his mail, read it carefully, 
rolled up his shirt sleeves, picked up his quill 
pen and painstakingly wrote, “Replying to your 
favor of the 16th instant the writer is pleased 
to take pen in hand to advise you that same was 
welcome indeed,” 

Business men of today do not drive to their 
offices in buggies; they do not personally open 
their mail; they do not write their replies with 
a quill pen. Fast motor cars and subways whisk 
affairs to their offices with the least 
ethcient electric ma- 
dictating machines 


our men ot 
time ; 
chines open their letters; 
are at their elbows to insure maximum speed 
their 


possible waste of 


in dictating; rapid typists transcribe 
letters. 

Isn't it surprising that in the midst of such 
men continue to dictate the 
There is 


progress. 


modern efhciency 
kind of letters grandfather wrote? 
little change—discouragingly little 
No other phase of business has been so pitifully 
neglected as has our correspondence. Letters 
are admittedly one of the most powertul instru 
results; can we 
important, so 
and health of 


ments for obtaining desired 
afford to 
vitally necessary to the 


human enterprise 


anything so 


neglect 
growth 


L, ET’S try to reach the cause of the trouble. 
fault ‘tters is that they are stilt- 
atural. We do not write as we 

Remember 
away 


The worst 


d, formal, un 
talk; we try to sound impressive 
that every step toward formality and 
from naturalness detracts just that much from 
the effectiveness of your letter. When we have 
learned to be friendly and natural we shall find 
cur letters pulling surprising results; there is 
no reason why they cannot accomplish any pur- 
pose for which they are designed 

Long ago one of my classmates wrote in my 
Remembrance Book: “Don't be sharp; don’t be 
flat; just be natural.” The musical symbols 
which were used for “sharp” and “flat” made 
childish mind to be very 


this appear to my 
now but the 


clever: it doesn't look so clever 


advice is still good 


W OULD any man who breathes the air of 
the twentieth 
written? 
“We took out of turn your order and thereby 
succeeded in 


talk as this letter is 


century 


manufacturing more promptly 
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than we had anticipated the merchandise cov 
ered by this requisition and are sure you will 
be glad to know that we are making complete 
shipment today via freight f.o.b. New York 
City, and invoice will be rendered at the quota- 
tion extended your good selves of $1.66 each 
lerms net cash 10th prox. 

“We appreciate the opportunity afforded us 
for serving you and hope the merchandise 
now in transit will come to hand without any 
undue delay and measure up to your expecta- 
tions 

“Assuring you that any 
you extend us will be very much appreciated, 


subsequent favors 


we beg to remain,” 


THIS letter was dictated by the sales manager 
of a corporation worth several million dollars. 
The writer of the letter must be a salesman of 
fair ability, to have position he 
holds, but you know and I know that nothing 
was ever sold by any man who falks in the 
language of this letter. Probably, had the same 
man been talking to the customer instead of 
writing to him he would have said something 
like this: 

“Good news for you! Your order is being 
shipped today, just four days sooner than we 
had hoped to have it completed. Of course you 
will be satisfied with the quality of the (name 
glad that we can give 
will please you, 


: 
attained the 


of article) and we are 


you service which we know 
too. 

“We appreciate your business and will al- 
ways do everything we can to make you glad 
vou have decided to place your orders with us 
You will call us the next time you are in the 
market, won't you?” 

The man to whom this letter written 
had a copy of the quotation, knew the terms, 
had requested that the order be shipped by 
All such references were unnecessary 


was 


freight 


You may think that I have given you an 
example of an exceptionally poor letter, Not 
at all! Just look at this one—not one word 
changed, remember, simply copied as written by 
the treasurer of a large railroad company 

“I beg to acknowledge receipt today w 
27th instant to our General 


iil 
your letter of the 
Agent, Mr 
issued by the agent of the 
New York, consigned to tl 


vf the original bill of lading 
Company of 
ve order of the 


Trust Company of New York, notify the 
Warehouse Company and to thank you for 
same. 


“As the above-mentioned bill of lading now 
makes our records complete in all respects, I 
herewith return to you for cancellation the in- 
demnity bond of the Company, dated 
October 17, in the sum of $8,000 which you 
filed with me on the date of its execution and 
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Make your letters shake hands 
by virtue of which the said shipment arrived can make your letter ind as if it were writ 
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Would the treasurer of that company have effective you must know w peor react t 
sed those words if he had been talking to the lifferent ppeals Remember that the only 
man who received the letter? Then why should vay to get peoy to do things to make thes 
a perfectly normal, pleasant man “freeze up want to d se things. Force can never ac 
entirely just because his words are to go dow mplish anything; persua n can do almost 
black al l white ? evervthing | e wrcal Amer il nel k to 
in attempt at coer ! . I don't iV to and 
I! ; not necessary for me to dissect the letter e cant make n Take the little extra time 


ist quoted and arrange it properly—you cal necessary 
lo that, just as you can rearrange your ow! reader and you w tha will tollow 
letters and make them express accurately what right along with you and you will attain th 
you wish to say. Try it and see how much tu results for which you are striving. This funda 

u can have. Dissecting letters is much more mental is jually effective in all ty{ of let 
entertaining than working cross word puzzles ters—sales llections, reprin - nmenda 
Pick up e of your letters and read it; does _ tions 
t sound like you? If not, try taking it entirel Consider the | W was used i 
to pieces ; juggle the sentences around; see 11 1s instance \ writes I llection letters tor 
the closing sentence will make an attractive i large orgamizatior nally 1c a debtor t 
opene! replace every word that is not effec part wit i check tead icK wledging 
tive; eliminate each word that has no proper the check with some d-dried expressio 
and fitting place. You don't recognize it? No, such as, “Thank you tor iT eck in payment 
I don’t suppose you do, but your friends will of your account th rrespondent said 


for it will sound as you sound when you ar¢ Thank you for that check. You have brought 


unt into good shape. We knew you 
you tter personality Personality would, Mr. Jones; we have always counted on 
comes from a genuine interest in people. If you you.” Won't that expression of confidence in 


are thoroughly selfish it is improbable that you sure more p! pt p 
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THE VOICE WITH THE SMILE 
It is well to remember that over the phone and in the reception room 


your company is often judged by what its patrons hear you say 


By PEARL PUCKETT 
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McGUFFEY AND STENOGRAPHY 


The 


forth in 


March 
this 


of Time in 


the educational and business 
interesting description of 


worlds is set 


an almost forgotten era 


By JEAN THOMAS 


N our little town in the foothills of Ken- 
tucky, back in the good old 90's, when dog 
fennel grew along the gutters of our un- 
paved when an horse and 
buggy passed by, and the sons of the rich, on 
dusty road on a 
thing as a girl 
working as a stenographer was almost unheard 


streets, occasional 


rare occasion, rode up the 


high-wheeled bicycle, such a 





The author with slate and reader, sunbonnet 

on arm, stands beside the tall white guide 

post that shows the way to the McGuffey 
log schoolhouse 


of. Indeed, the number of typewriters in our 
town might counted on one 
hand. 

We poured over our McGuffey Readers eve 
nings, when school was out, and anticipated 
with delight the Friday afternoon exercises in 
school, when each in turn arose at the calling 
of his name to “speak a piece.” What did it 
matter that we selected our “piece” from the 
McGuffey Readers, and that all the rest of the 


well have been 


students in the room followed along with silent 
movement of the lips the while we spoke ou 
the while we stood, cold 


twisting an apron string or 


“piece ;" with tear, 
kerchief and shift- 
ng slight 


oul 


ing from one foot to the other, sway 


? 


ly from side to side to keep the meter of 


verse, 


Those were the happy days; the days when 


nice girls did not leave home, to take 


be grave whisperings 


positions 


as secretaries, lest there 


behind the hands of the members of the Ladies 
Aid Society; the days when nice girls could 
do nothing but teach school or take sewing 
We lived by the sweet and wholesome lessons 


of the McGuffey Readers 


I REMEMBER well the first 


stenographer in our town. She was pointed out 


to me as she crossed t dusty road trom th 
post office to the law office where she held 
forth. A severe shirt waist, she wore, with 
choker high; a black-gored skirt that reacl 
to her ankles and stirred a cloud of dust as 
she trudged along. A stiff sailor hat was 


hair, twisted 
was pinned fast with 


Her bangs, not 


perched just so atop her head. Her 
in a firm knot at the back 
many a rubber hair pin 
frizzed—no, indeed, nice girls didn’t frizz their 
bangs and work in an office with her 
bangs were straight save for a pre« 
in the middle of the forehead 
that’s Miss Finn, she’s a stenographer!” my 
companion, Katie a blue-eyed Irish girl tweeked 
my sleeve. “Did you see that? She lifted her 
dress skirt till | shoes !” 
And with that our strange lady, Miss Finn, 
stenographer, disappeared up the rickety stairs 
that led to the law office. 
there from 8 to 5 each day 

“I'm going to be a school teacher, when | 
get promoted out of the Sixth McGuffey,” said 
Katie, my companion. “Nice 


kind of work.” 


men ! 
1s¢ spit curl 


“There she goes ; 


saw the top of her 


She plugged away 


girls don’t do her 


WE both stood gazing up at 
the office window prim Miss 
busily manipulating her fingers over the key 
board of a typewriter 
sailor hat, hung it on a wall peg, removed the 
tin cover of the machine and had begun forth 
with on her work. “Well,” said I, watching her 
swiftly moving fingers, “when I get out of the 
Sixth McGuffey I want to do what Miss Finn 


where Finn sat 


She had removed her 
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along for me with a 


school 1 m full if vs and Q rls wit! all the I 
agera ways. I’m going to aim for an 
othce. I'd like writing off things on a type 
writer.” 

Then Katie and fell to talking of school. 
Of course to teach a school would not be so 
undesirable, I had to admit, if the school room 
could always be like it was on Friday after 
noons, when the teacher put on her clean white 


apron edged with crocheted lace, and when stu 


dents vied with one another to bring the pret 
i 


tiest flowers for the little glass vase on teach 
ers desk; or even sought to extend a peace 
ffering r the week’s misdemeanors in the 


till you could al- 
irself in it; Friday afternoons 
| 


a rosy apple, shined 


when books | slates and pencils were neatly 
put away inside our desks and a wisp of our 
flower concealed the unsightly ink well, and 
teacher at her desk, paper in hand, announced 
that we would now begin our Friday After- 
noon Exercises 


A speech by Mary Jones, a 


Jane, and so on. Or 


d logue by 
again, in 


place of speeches and dialogues and a song by 
the s l, what fun was iT t teacher de- 
ed t ive a spelling match, with the boys 

) on one s and the girls on the other 

And rece when the boys their side of the 
fence played marbles and leap frog, and the 


m the 


Same tin 
1 arm-in 


girls skipped the rope, drank f: 


| | aalt 
p uined to the pump, a walke 


rm exchanging secrets played prisoner's 
base tl far end of the school yard, until 
teacher came to tl door and rang a small 

lbell to call us back to books 
hen the mort rs took our hats and bonnets 
ung them hooks in the hall and we 


to our desks “without whispering, please, 
and less noise.” If it was arithmetic or spell- 


. ‘ | it our ma hottle or ry 


i: , » ip 

water and sponge and cleaned our slates, The 
tor who passed up one aisle and down the 

+; 


with a tin f clear water knew 


e of us who had the bottle of soapy water 
by. Then, too, with what de 
Z \ i k ] uri I rea lit ’ la 5! 


lhe A class, attention, turn to page 891—'Cir- 


you read th 


washpan 


and passed us 


SCHOOL days were happy 
and I both when | 
McGuffey Readers, I was still de- 
stenographer. Fortunately, 
had defied the gossips of the 
and clung to her post. I remem- 
up the rickety 
office where she held forth, to 


F ll 
lor 


agreed, but 


Katie 


finished my) 


days, 


termined to be a 
patient Miss Finn 
ver well the day I ventured 
law 


1 , ret 
glimpse Ol a typewriter 


she looked severe enough wher entered 


tenne - siled } 1 
stenographer smiled a bit, wher asking my 
mission, I answered timidly, “I'd love to se 
you work it!” pointing a 
le k Z | \ t \\ it \\ 
| / ‘ ™ ‘ ; ; 
asKet 0 } ‘ ec nto ‘ 
nac ! pet sre 1 
vited, “Now y sit here b ind dictate 
to me and I'll type it ce « 
through from the McGuffey Reader, I've said it 
t the Fr y Afterno Ex : I told the 
range Teh Let hav ' | b] tly 
ind I beg ecits 
“Come in little strange: ls 
As she t ed at my half-open d 
W oe? 5 anket ned wer he , 
lus re ¢ to the asket c ¢ 


Miss Finn began clicking away on the anti 


quated machine, shifting the carriage to and 
fs lifting the plate ' sin ¢ ” 
the lines written—it was long before the days 
if the visible—but even so her speed, her skill 
the typewriter itself fa ited me. When we 
had finished and she gave me the typed sheets, 
ny joy knew bounds. I fe t | had had 
a part i mething quite important. | c 

me to tell my mother about it | g 
be a ster grapher I told he hetts tha 
being as 1 teacher I Ch I 

hough the whole family tri etimes 
tearful! to disuade me It's not a place tor 
ce zg . ting im ar nce wit mar thie 
Ladies’ Aid told my n el I le will talk 
about a y ng girl s ip t l 

k would have it. when 

at last | finishe school, Miss Fins 





still 


weathered their blasts, and betimes I dropped 
n to see her at the office. Son nes I helped 


into bind 
old Ie tter 


her assort papers, clip them together 


ers, helped her index letters in the 


’ 
press copybook, and sometin even took home 
the copying cloths out of the musty iron pat 
to give them a th gh wa g and boiling 
for Miss Finn, a motherless spinster, occupied 
a small room in the home of a friend, a roon 
that did not carry with it kitche wa ib 

privileges 
In return tor ) b] Miss Finr 
offered to initiate 1 to the teries of 
dots and i light str s | eavy 
strokes”—shorthand, as Charles Dickens and 
McGuffey himself n t have w en it. Lack 
ing a shorthand textbook, and nsidering law 


documents much too dry for a beginner, Miss 


Finn dictated to me first words from th 
McGuffey 


Sneller then 
I . n 


McGuffey Readers. But alas, bef I finished 
my course with her, a lesson or a week after 
office hours, Miss Finn had the good tortune 
(for her t ig! ll for me t ve given a 
home, with pay, by a widowed relativ an 
other town. So thus did I lose my benefactor 








mn 


ie midst tha ed at 
4 time, my little companion Katie tried to sup 
plant Miss Finn, but Katie knew nothing what- 
ever about shorthand. All she could do was 
read, or dictate, from our McGuffey Readers 
However, in the meantime a smal! business 
school was started in our town and with bor 
rowed money I embarked upon the study of 
shorthand 11 arnest—the Gregg Systen 
In time the business school in our town 
turned out st graphers far in ext the 
demand, f 1 were tort ite e1 gh to 
get a I ve d t say lucrative pos n 
‘ } t k ft t A it 
ame 
I REMEM first 
vit company, but I didn't last 
long there f all I was no good a : 
hye ! ] ate super I ad i 
mbent relative vl had an eye or my 
c Veer b »Oo betimes he i sed 
e that g speed for accuracy,” 
ha dering the vintage t the 
double } 1 me eemed an 
lible a I ilkked down a bac 
reet ton t ited, t la even the 
city s derelict t ennel and raked 
the me if ‘ tte | r unpaved 
treets | wd t t lift n y eves to the W nck W 
f the hardw . t ‘ was displayed 
the intriguing red b le with glistening han 
it bars i 1 lea ¢ t l~< ise buckled t the 
leathe eat é which my eyes had 
teasted mi: 1 time Truth t tell, I eve 
dared dream bu ¢ it some day on the in 
tallment plan, one dollar down and fifty cents 
a week. But, alas! my hopes were dashed t 
he dust in short ordet 
Some weeks later I got another b with a 
wholesale grocery house They also deal 
hardware in a small way; there were shelves 
dark and grimy with nuts, bolts, etc. My desk 
stood in a poorly lighted room. The gas jet 
burned over my head all day and it was sum 
mer when I took the b. It was still summer 
when I left it. I didn’t last long there. The 
shipping clerk told me he had been there seven 
years; started when he was a “kid” and was, 
he was proud to say, “still on the job.” He 
was a gay sort of fellow—when the president 


little 
gay 


not around. I: just a 
hit “fresh,” as we would have said in the 
90's. He felt fell to 
his lot to dictate to the stenographer. He had 
that privilege one day when I first “accepted 
the position,” as our little local paper had come 
to put it 


was deed, he was 


very important when it 


Now | hipping clerk. 1 
smoked 
Dick—Nick 


had always 


was certall ot it, was the sort hat 
cigarettes ad Diamond 
Carter detective Mother 


and re 





stories 
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Wal mie iga ne i 
tioned me, that « ‘ i 
under the gas jet, u ri rcumstances was 
I to open the neck of 1 twaist. Moreover 
I was to keep n down to the wrist, 
ind never was | t n feet while in the 
fhee, it might k serge sk to 
lraw up above : [ tried to be 
mindful of at the same 
time ca the word ta 1 and s v du 
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and low, at the w i ‘ I ‘ 
lhe pping < t ( ¢ t 
dictat | v A eT vell 
Ot « S¢ | i¢ t t 
dge of my des! ga 
‘ rarette Yes rignt 
He did smoke « t 
( inve | wl the 
pre lent wa t f A e went 
, , + , 
+} whts it o | ‘ ‘ tre 
hie tan shoe ha ‘ 
shirt w EE ‘ wa 
I th uld i | re nde 
t ty +; il | ‘ S ta 
t I « 1 | if me 
i ( tr Va l 1 ot 
k >» thre g 
to th irdwart¢ ‘ ts - 
t w cke ] ta winkt ; time, 
e fe | t of stock.’ 
g < W A } 
S great [ ted, we beg t 
main—and that’s rlie!’ With t 
, 
the shipping cl ‘ , f 
his garett l va 
ips | 1 
b that k ' 
suc h ing@uag i ‘WwW ve 


poor, but we wet 
Ah, lessons in short l l first 


eived them from patient M 
dictated from the McGuf | A 
removed from actual worl tl 


world! 

Bu’ 
days of the good old 90's 
lessons of McGuff “ pleasant 
we all agreed one evening as we sa my fire 
And so, we stenographers « esterda 
decided to gather together often r that ver 
purpose. I happened to tell another fri 
it—a former Supreme Court stenographer and 
a McGuffey enthusiast well. He had g 
school in the McGuff primer a little log 
school house up in the Kentucky mountains, he 


r 


side. 


ne to 


said, and there too he had plugged away at 
shorthand from a textbook on which he had 


come by chance. For dictation, his mother had 
used their only books, the McGuffey Readers 


Here then I had met a kindred spirit 
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A Transplanted 
McGuffey School House 


Q* the cover page of this number of the 
Grecc WRITER appears an interior view 
of the McGuffey School about Miss 
Thomas writes so entertainingly. The exterior 
A present-day stenographer 
impersonating a 


which 


is shown herewith 


is to be seen in the doorway 





{ present-day Gregg stenographer impersonates 
a teacher of long ago 
teacher of the period when the schoolhouse was 
in active use. This McGuffey Log School stands 
just as it originally was built in the Kentucky 
mountains. The logs are wide and rough- 
hewn and they are put together with “daubin’ 
and chinkin’”’—that is mud, sticks and stones 
between the logs. The door and 
are intact. There is but one window, really a 


latch string 
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NEWSINWORD 


window of wood, but because of 
put in to take 


The chimney 


shutter 
lighting a 
the place of the wooden shutter 


poor 


“ — 


glass W Ww was 


stones are all original and part of the roof 
which is “rived oak shingles”; mountain men 
skilled in “riving” shingles reconstructed the 
roof and a mountain man skilled in making 


“cat-and-clay” chimneys also 
hills to reconstruct the chimney. The log school 
identical 


Gultey 


came in from the 


house is almost with the 
the cabin in which M born. The 
former supreme court stenographer is now a1 
able lawyer.” Miss Thomas writes: “We sup 
plement our log fire light with oil lamps and 
candles during the time of our meetings. We 
have backless benches and our front bench, as 
you will see by punche 
bench; that*is, a log split 
thrust in both ends for feet. This 
log school, as we call it, 

and stood until we moved it, in 


pi tures ol 


was 


the picture, is a 
in two, with sticks 
McGuffey 
originally was built, 


the Kentucky 


mountains in the sect known as the Big 
Sandy. The walls inside are rough like the 
outside and on our front wall we have as 

see a McGuffey Reading chart—used in the 


McGuffey era.” 


A Picnic in Singapore 


ROM Mr. E. Albuquerque, Honorary Se 
retary of the Gregg Shorthand Writers’ 
Association, of Singapore, has come the a 


companying photograph of a picnic of the mem 


bers of the Association. The place was the 


bungalow of Mr. Aw Boon Haw, and among 
those in attendance was Mr. Alli Ahmad Khan 
Surattee, the Association’s patron. The picnic 
began at the bungalow at 7:30 a.m. and lasted 


until 6 in the evening. The sports and games 





A Gregg Shorthand Writers Picnic 
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AND PICTURE © 


included musical chairs, drafts, swimming 





badmintor ind a thread-and needle race TI 
+} } 


c 


program concluded witha tifhn which consisted 


t a local delicacy called “Satav 


A Prize Slogan Award 


W' are pleased to present the portrait of 
a Gregg writer who recently came into 
prominence through winning the National 
Broadcasting Company's Tenth Anniversary 


Employees’ Slogan Contest. She is Miss June 
Hiynd, assistant to the Director of Women’s 
Activities of NBC The slogan which won 


the one-hundred-dollar prize was “By Choice, 
the Nation’s Voice.” Miss Hynd's achieve 
ment, in view ot the tact that there were more 

forty-five hundred entries, was not a 


small one. She was born in Trenton, New Jer 


sey, and went t igh school and business col 

lege there While in sch l, she contributed t 

the Women's | ip of tl Trenton Stati 

Gazette, and on graduation got a job as clerk ilso a prize winner 
n tl United States ( urt of New lersev She = 


; 


has made some radio appearances and to bx 


; 
heard regularly on an NBC feature 


A Unique Portrait 


HE somewhat disjointed t nevertheles 

attractive portrait of the young lady undet 
the parasol cam t of the recent Underwood 
Typey ontest Awards were made in twe 
lasses, artistx ind ul ¢ The ne her 
shown took first place ¢ jue class, t 


W isconsit Phe idges were Uncle Don of 


Miss Gibson Won First Place 


N the last Civil Service Typists’ and Clerk 
Typists’ Competitive Examination held in 


Great Britain, first place out of 2,287 entrants 
was awarded to Miss Grace Gibso f the Dx 
Dumfries, Scotland 


Bear School 

Miss Gibson, who is only twent ne years 
old, gained 96 marks out of 100 for shorthand 
! ' 1 while in typing she attained the full 100 per 
cent Miss Gibson's attendance at the De Bear 





i School is a result I al iward o! a scholart 

! = ! Lu ship for a course in business training Her 
~ achievement in winning the competitive ex 
~ amination is a tribute not only to her but t 


' 


A prize winner the schox 
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PUNCTUATION CONSCIOUSNESS 


It should be coupled with shorthand learning for the reason that 


it is of assistance both to the beginner and the advanced writer 


By DOCTOR GREGG 


HIS incident determined the subject of scribed letter, 1 r ow 

our talk this month: A business man who _—i punctuating that | lar sentence 

was meticulous about the punctuation in The period, writte: t is, to the lis 
copy he dictated asked his stenographer to put writing, may later b inged into a pa 
n the punctuation marks as she wrote, and graph sign if the matte llowing appears t 
was assured by the blithe young miss that warrant A period and a paragrapl 
shorthand didn’t have punctuation marks. The not both used at the f a sentence 
employer was much mystified by her remark member, however, that the paragraph sign d 
(and I suppose her teachers would be, too), follow the interrogat mark after a question 
so he began to make inquiries, and the matter Paragraphs whic! dictated uld be 
was brought to our attention clearly indicated 


PERHAPS we should have put a footnote MOST dictated material left to the tra 


at the end of the last chapter in the Man scriber to set up effectively. Accounting work 
ual asking the learner to review Par. 5, Page especially, demands good form, so that it may 
2, the morning before going out on the first be readily checked. It may help you in setting 
position! At least, the beginner who heeded up your typed copy to place the words “tab 
this advice would have the subject “fresh in late and total” in your notes before the dicta 
his memory.” tion covering the costs on a shipment, su 
Certainly one can have little hope of a as: “. .. which includes express charges $8.45, 
curately transcribing notes in which the major cartage $3.00, insurance $2.10, and tax: 
punctuation marks have not been indicated, 56c....” A ring around those words “tabulat« 
ind the habit of inserting these aids to trans and total” will indicate that they are instruc 
scription cannot be started too early in your tions and not a part of the letter itself 
training Drill 6 at the bottom of page 2 Some material other than tabulations ca 
the Manual is material for testing your ilso best be blocked the middle of the pag« 
ibility to “hear punctuation.” Did you have and when we say middle we draw your atten 
three questions clearly indicated in your notes tion to the fact that the margins on each sid 
when this exercise was dictated to you? If of blocked material should be as nearly ev 
not, you must begin the training of your ear as those of regularly typed matter. For « 
it once. The punctuation marks were put in ample, if you choose margins one and one-hal 
the first Unit of the Manual with the thought inches wide for the main body of the page 
that if punctuation marks were introduced at you would naturally try to maintain a right 
once no bad habits of omitting them would hand margin as nearly one and one-half inche 
be formed wide as is typographically possible. However 
t you were quoting a portion of a letter that 
MAN) business men are so considerate of you had received fron ir lawyer, who wa 
the beginner that they dictate punctuation until giving you an opinion on the subject of thx 
the learner becomes familiar with the terms letter, you would probably set your margit 
of the business and the style of the letters at two inches for this quoted portion. Th 
written. Such kindness should be rewarded failure of many writers to realize that the 
by absolute accuracy in transcription. Do not right-hand margin of this blocked portion 
neglect to record all punctuation dictated not one and one-half inches but two inches ha 
Many writers enclose dictated punctuation in the effect of destroying the artistic bala 
a circle; for, if the dictation given is, “The of otherwise well-placed copy 
work will (comma) if the car of lime arrives You can indicate such a blocked portion 
(comma) be started on Monday,” no amount your notes by placing two vertical parallel 
of self-confidence—or self-conceit—should in lines at the beginning 1 end of the portior 
duce you to omit those dictated commas from _ to be indented, circling them to make sure you 
your notes If the punctuation marks are recognize them as instructions. Some writers 
| 


ringed in your notes you will know that you jot down the word A n shorthand, in 


ire to be sure to insert them in your tran stead, circling it t licate that 





Tue Grece Warrer, January. 1937 225 


A Simple Phrase Letter 


es 


= 


Which forms part of the drills given in “Gregg Recorded Dictation,” No. 2 


prepared for phonograph dictation practice 
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tions for transcribing—not part of the dictation 


itself. 


THE circled word List is a good way to 
indicate that a series is not to be written in 
horizontal sequence Actually writing the 
shorthand words of dictation in a list 
retards speed so much that the stenographer 
cannot keep up with the dictator, especially if, 
as frequently happens, he reads his selections 


such 


from a prepared list. 

For example, your shorthand notes might 
read like this: “Your expense accounts should 
be prepared to cover the following items 
(list) Fares (railway, airplane, steamer, or 
bus); Hotel Room; Meals; Entertainment; 
Taxis, Tips and Incidentals.” 

The transcribed letter will be: 


Your expense accounts should be prepared to cover 
the following items 


Fares (railway, airplane, steamer, or 


bus) 
Hotel 
Meals 
Entertainment 
Taxis 
Tips and 


Room 


Incidentals 


THE comma, the colon, the semicolon, and 
the exclamation mark do not require the learn- 
ing of a special shorthand form, but that fact 
mean that you can slight making 
yourself thoroughly familiar with their use. 
Italics, which you indicate by underscoring in 
typing, can be indicated in your notes as we do 
in the magazine plates, by a wavy line under 
the shorthand. The special forms on page 2 in 
the Manual are used much as you have been 
accustomed to using their longhand equiva- 
lents, except for the dash. The dash is con- 
sidered “collegiate” by most business men and 
is less frequently used by the conservative em- 
ployer than by his impulsive young secretary. 
Knowing this difference of viewpoint, the be- 
ginner should be sparing of dashes 


does not 


AS a drill, we recommend that you have the 
exercises in punctuation given in your English 
text dictated to you occasionally. You will be 
made conscious of the use of a semicolon, for 
instance, if you are required to punctuate your 
shorthand notes when taking dictation on an 
exercise illustrating its use. 


“Broadway Rose” 


THAT is the title of an interest- 
ing story by James Cannon in Collier's. Those 
who have already won Gregg medals or who 
intend to win them, should find the following 
quotations worth reading, particularly since Mr. 
Cannon has an unusually racy and entertaining 


style: 


“The Rosenberg kid from the Bronx knew 
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he would soon be o1 


course in stenography. 
drawer clattered with the medals he had won 
in shorthand contests, and he was round 
shouldered from hanging them on his shallow 
chest so his proud mother could exhibit then 
proudly to her horde of relatives. The father 
of the Gregg Shorthand System—John Rob 
ert Gregg—heard of the boy from the Bronx, 
with the fastest right hand in town. The mas 
ter appointed himself Svengali, 
and at sixteen he was an entry in the national 
race to elect the 
reporter of the world 

“The day before the contest little Willie 
went skating on the flabby ice of Central Park 
Lake. While trying to flirt with a nursemaid 
he collided with a large young man, and was 
slammed to the watery ice, falling on his 
thumb. It was the right thumb, too, and 
it looked like a captive balloon when he was 
hnally picked up, moaning and crying a littl 

“The riext day Billy was at the hall where 
the contest was held, his injured thumb in an 


lages There 


he t ok a 


is bureau 


his own, so 
Soon h 


Billy's gentle 


amateur champion shorthand 


ointment-stained turban of ban 


was a bulge on his right overcoat pocket, and 


in his left were his scratch pad and pen. Mr 
Gregg almost swooned when he saw his cham 
pion, and he hysterically muttered that his 


reputation as well as his entry in the chicken- 
track sweepstakes were ruined 

“Don’t worry,’” said Rose with his cus 
tomary immodesty 

“*Don’t worry, eh?’” exclaimed Mr. Gregg. 
“It might startle you to know that in order 
to write shorthand you able to hold 
a pen. In order to hold a pen, you must be abl 
to close your fist. You have just now told 
me that you can’t close your fist. A_ fine 
thing—and you tell me not to worry.” 

“They gave Billy Rose another medal that 
day, and the metropolitan gazettes carried his 
smirking picture, and the that he had 
scrawled 180 words in a with 99.9 
accuracy. 

“The bulge in Rose’s overcoat pocket was a 
potato. He had shoved his pen through the 
spud. It was not necessary to close his fist 
to grasp the potato. He held it 
fingers and manipulated his pen by remote con- 
trol. As his potato-imprisoned pen flew across 
the white paper, Billy’s sore thumb stuck out 
like—well, like a sore thumb.” 

“He chopped off the “nberg” 


and as Billy Rose became famous as one of 


must he 


news 
minute 


1our 


with 


in his name 


America’s leading song writers, with such 
popular hits as “Barney Google” and “Without 
a Song” to his credit. His wife is Fanny 


Brice, the stage and screen star. 

“At the age of eighteen he was secretary to 
the War Industries Board, and did all of Ber- 
nard M. Baruch’s confidential work. He was 
also a court reporter for a while. 
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of 1937 
“I Hereby Highly Resolve” 


The time has come for making an annual personal inven- 
tory and a mental and spiritual budget for the year ahead 


NE year ago this month, the book 
of a New Year was opened, its 
pages spotless and new, ready to 
record all the many which the 
of a New Year gave. No doubt, 
us can look back over the past 


things 
promise 


most o! 


year and think of the things we intended 


to do, but which were left undone. Were 
you able to record success on its pages 
last year, or were you a failure? How 


completely have you profited by the les 
sons which the old year has taught you, 
9 which you should have learned out of 
an abundance of sad or profitable ex 
After giving careful consid 
these questions, what 


periences ? 
eration to all of 
does your balance sheet show? How can 
you improve on last year? 
with promise and 


silent period that 


Each begins 
closes as one of the 
stretches behind us from the beginning 
of time. All our best thoughts of the 
past have now been garnered into oblivion 
and out of the misty future another year 
is given us—a new book—new thoughts, 
new hopes and inspirations. It is just 
as bright and clean as the pages of the 
former book. How wisely will you use 
it this year? 

Yes, only a few days 
calendar of time opened its infant eyes to 
the rising sun of a new-born year. An- 
other twelve-months’ period unfolds new 
opportunities, new hopes, new plans, bet- 
ter resolutions and bigger records for us 
to inscribe on its pages. But remember 
that it is not the things which we do 
that so often cause regrets as it is the 
things that are left undone. Budget your 
plans—your time—then work steadily 
towards the goal. 

Looking backwards over the past, do 
we rest secure in the satisfaction that we 
have done our best, served faithfully and 
well, kept faith with the principles we 
laid down at the beginning of the year 
when we made our resolutions, and 
mapped out our plans? Our pledge of 


year 


ago another 


fellow man, our closest as 


service to our 

jate nd ¢ m true eel 1 
sociates, and our own true seives will 
enable us to face the New Year with a 


' 


renewal of hope, and the well-founded 


belief that the next twelve months will 
not again disappoint us 
} 


Worrying about the unfinished tasks 


or things that we might have done last 
year, will not, however, help us in a 
complishments for the new year, but if 
we use our former failures and disaj 
pointments as stepping stones to achieve 
ments in the new year that is opening to 
feel that 


mplishments 


us, then and only then can we 
these failures too were ac 

As a New Year 
list 1) ‘ be 


for promulgating resolutions to 


lawns, the time is ripe 
adhered to for the next twelve months 
If success did not come to us in th 
measure thi I 
time now to 
order to ascertain the trouble and iror 
out the rough spots in our make-up wh 

act as stumbling blocks to success. If 


s 


it we had wished for, it 


analyze the situation 


we achieved success last year, that is no 
reason why with further analysis and 
peering into the future we should not be 
able to plan an even brighter and more 
prosperous year 

Never in the history of 
were sO many opportunities lying ready 
to the hand and the mind of him wh 
There is at least 


the world 


could recognize them 
one real opportunity within 
as the New Year begins No matter 
what obstacles you may meet, remember 
that others have met them before you 
The weak-hearted always gone 
down to defeat, but the strong have used 
stones for 


they 


our grasp 


have 


past failures as the foundation 


future in the lives were 
building, by 


do their best, and by carefully analyzing 


success 


conscientiously striving to 


their false steps and character hindrances 
and correcting their errors and irregu 
larities 
} +} ! | @ ‘ 
As we watch the glor s dawn of a 


(Continued on page 240) 
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LUCK versus PLUCK 


Or, A New Year’s Resolution 


By FLORENCE ELAINE ULRICH 


228 

The “luck” that I believe in 

ls that which comes with work 

ind moO One €VeC) finds il 

IV’ho’s content to wish and shirk 

lhe men the world calls “lucky 

Mall tell you, every one, 

That success comes not with wishing 

But hard wi bravely done 

kBpen E, Rext 

66 kN) to assoc lating with heroe bk. O 


G. says, “the greatest inspiration comes 


from associating with brave thoughts 
But inspiration that is allowed to flare up and 
without producing an) 
perspiration Of an ¢l 


die consumes vitality 


thing! Fed with the 


thusiastic etlort to achieve, it will become a 
great cooperative force, which will help you 
over the “rough spots” of discouragement and 
failure and give you the courage to try again 


If you read the biography of men and women 
who have become you probably are 
impressed, even as I, by the number of times 
before they actually their 
purpose! The difference between them and the 
rest of us poor mortals is that invariably, in- 
stead of slumping in their discouragement and 
thinking “What's the use?,” they sit back and 
reflect upon the structure they built which 
failed, ferret out the weak spots in it, and with 
courage and enterprise fortified by the “breath- 
undertake the job again and 
is nothing more inspirational 


“oreat,” 


they fail achieve 


ing sp Il” they 
succeed ! lhere 
than reading about the courage of people like 
that, who have no special talent other than the 
Handicaps are not ¢s- 
if you have the proper 


refusal to be defeated 
sential to success but, 
grit and determination, they will serve to spur 
you on to greater effort; and your success will 
be the more outstanding in proportion to the 


rt expended in attaining it. Per 


additional ett 
sonally, I think it is as much the glorious spirit 
ich makes all work a game, 
their 


of adventure, wl 
that helps successful people “put ov 


jobs as well as an indomitable will 


A YOUNG woman of our 
acquaintance specialized in accountancy. She 
really didn’t specialize, but bookkeeping to her 
was more than a set of figures to be kept from 
getting out of place. These figures represented 
lively portraits of the business. She delighted 
in them, and could draw enthusiastic word 
pictures about a business just from the book- 


keep vy record ‘J inager of a 
large Bi r Car ¢ | Walted er aS is 
asSistant, becaus« < " I et > eone who 
an | k at a trial bal en t, and 
dramatize t busin i ire gillina 
bookkeeper But | w ] ul Vik ige 


of shorthand, too 
“T’'ll have it.” she answ 
A fast operator n the typewriter, 


qualities of a wer, s ad been pu 
in charge of the typewriting production depart 
ment of a mulitgray etter rporation at the 
early age of 18, and knew the ilue of 
getting work done t 1s thcient applicat 
and alert manag And what sometime 
rare in managers, ipplied t ume efthcient 
and alert “managen ) development of 
her \\ trengt i ipa to things 
done 

l € Manay ce i rik ins we 

young lady, y g ind determina 
and while | don't t ike my dict 
tion im one month, the ) is yours 

She went to the local business s« ind 


bought the shorthand n some extra read 


ing books, a subscription to the GREGG WRITER 
and asked the school manager to start her off 
on the subject. In one month she was writing 
satisfactory shorthand that not only she but 
others could read unhesitatingly. Naturally, 
she wasn’t an expert, but she had the subject 
well enough to be able to take the ti 
required in her new | tion, and she continued 
to study to improve her skill until she 
report the directors’ meetings for her chief 
When commended upon her accomplishment she 
countered gayly “W its SO exceptiol il about 
it? I have the g l tune to be given aver 
age intelligence and ibility to use it. Every 
ne can do what I have done if he wants t 
badly enough. I hapy | to want that job 


SOM! f you folks, as you look 


at the beautiful trophies and prizes to be 
awarded in the O. G. A. Contest will wish that 
you could write wel igh to w one f 
them. Others, while reading of the interesting 
jobs some secretaries and stenographers have 
secured through efhciency, will wonder if such 
an opportunity will ever come to you. Still 
others, seeing some friend elevated to a position 
of importance and good income may hope that 
they, too, will be successful. Your answer 


it n. Wishing 


to \ irseli must 
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Style Study No. 5 in 


Fluency and Accuracy Test 


DOWNWARD CURVES 


LEFT~-MOTION 


Movement Drill 


is reflected in the 
Junior UO. G A. 
Good fluency and 


MOME excellent 


writing 

tests received for the 

Writing Progress Pin 
smoothness with reasonably correct formations, 
uniform slant, and nice compact size make a 
n upon which shorthand writing 
speed and skill may be built. It is 
acquire it early in your shorthand course. And 
the firmer the 
skill may be 


foundation 
height of the structure, so in 


solid foundati 
gt od to 
foundation the greater height of 


attained. Just as in building, th 


and 


t! 


determines the endurance 


shorthand the 
fundamental principles of learning and writing 


determine the speed and efficiency with which 


nhse 4] . - | thand In 
you will subsequently use your shorthand. I! 
our penmanship practice from now on, we shall 
consider not only a good style, but the speed 


it can be developed and main 
work 


15 minutes a day, 


and accuracy tl 
ll of our If you practice these 
take five minutes of 
the time for writing QO. G. A. Test, preter- 
ably from dictation, in order that 
put into actual speed writing practice the prin- 


tained in a 
dr ills 
the 


you might 


ciples of a good style which you have learned 
Concentrate on the cultivation of a rapid and 
the kind that will put extra dol- 
check. Take notes 
that 


legible style 
into 


lars your salary on 


lectures, newspaper items interest you 
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Facility Practice 


CL ( 
E ¢ = € € C 
oO C €_ - & 


Precision Practice 


shopping lists—make up a few games utilizing 


shorthand for your club activities your re- 
cess periods when a group of students get 


together for a bit of relaxation. Enjoy 


and writing shorthand Of course, reading 
stories written in shorthand is one of the most 
fascinating ways to acquire unconsciously a 
good shorthand vo abulary. The stories and 
shorthand articles published in this magazine 
are chosen very care! ily by an editorial staff 
ilert to your desire as well as benefit 


from your reading! Some of the stories writter 


hat may be had are The Legend 


in shorthand th: 
Sleepy Hollow, The Great Stone Face, The 
l, The Creeds of a Great Bust- 


inating titles 


Christmas Cari 
ness Man 
NOW TO OUR 


ne me 


Tasc 
After 


exercise 


and other equally 


DRILLS 


nt 
vere 


warming 


eine 
t r the lett 


up a bit on 
motion downward curves, let us write bl, bi, pr 


bi just as tast we can write them smoothly 


as 


and correctly. Next, p; p, b; p, b. Notice 
that the greater depth of curvature is at the 
end in these characters—the same motion as 
was used in the oval exercise. After you have 
“warmed up” sufficiently on this drill, review 
the forms in previous drills by writing the 


fluency and accuracy test. More precision is 


required in the writing of this list of words 
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tior blad, blad, pronounce it bl-ad, bi was becoming t 
ad to insure smoothness. Large circles must this stagger in jags vit 
be large, and d must be straight. Observe slant strokes. | ercome t te 





Dp and examine what we have written. Why as it were. Writ , r. by 
d you write pr (or is it I?) instead of BR ww ? , Now 
n brain and brainy, 1 I know more than half mortar ; t 
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tion of the curves of circles ver ear ind defi 
4 certain amount of “building up” practice drill 
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Fluency and Accuracy Test 


LEFT-MOTION DOWNWARD CURVES 


OMIM D 
ETAT Hy 
y / 
¢ if bs 


Movement Drill 


NOME excellent writing is reflected in the 
tests received for the Junior O. G. A. 
Writing Progress Pin 


smoothness with reasonably correct formations, 


Good fluency and 


uniform slant, and nice compact size make a 
solid foundation upon which shorthand writing 
skill may be It is good to 
And 


greater height of 


speed and built 


acquire it early in your shorthand course 
the firmer the foundation the 
skill may be attained 


foundation 
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Just as in building, the 


determines the endurance and 
height of the structure, so in shorthand the 
fundamental principles of learning and writing 
with whicl 


shorthand. In 


determine the speed and efficiency 


you will subsequently use you 
our penmanship practice from now on, we shall 
consider not only a good style, but the speed 
that can be developed and main- 
work 
drills 15 minutes a day, take five minutes of 
iting the O. G. A. Test, prefer- 
from dictation, in order that you might 


and accuracy 
tained in all of our If you practice these 


the time for wi 
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put into actual speed writing practice the prin- 
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shopping lists—make up a few games utilizing 
shorthand for your club activities or your re- 


cess periods when a group of students get 
together for a bit of relaxation. Enjoy reading 
l shorthand Of course, reading 


and writing 
stories written in shorthand is one of the most 
fascinating unconsciously 
shorthand 


shorthand articles 


Ways to acquire i 
stories and 


good vocabulary. The 


published in this magazine 
are chosen very carefully by an editorial staff 


alert to your desire to enjoy as well as benefit 


from your reading ! Some of the stories written 
in shorthand that may be had are The Legend 
Sleepy Ho low, Che Great Ston Face, The 
Christmas Carol, The Creeds of a Great Busi- 
ness Man—and other l 


NOW TO OUR 


up a bit on the movement exercis« 


iy tascinating tities 
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DRILLS. After warming 

for the left 
motion downward curves, let us write Dl, bi, pr 
bi just as fast as we can write them smoothly 


Next, pb; p, b; p, b. Notice 


that the greater depth of curvature is at the 


and correctly 


end in these characters—the same motion as 


was used in the oval exercise. After you have 
“warmed up” sufficiently o1 
the forms in 

fluency and accuracy tes 
required in the writing of this list of words 


1 this drill, review 
writing the 
More precision is 


previous drills by 


‘ 





fue Gaece Warrer, January, 1937 231 


Shorthand Penmanship 


ELAINE ULRICH 


Facility Practice 





em} b the lars al the small circles ] : } | e | ' ‘ , 

and tlerer gths of s s. Write k, g line a f i 

r, 1 and kl « rectly If y ire satished that the w ‘ \ . glide 

you have written a good s¢ { these outlines Let us writ ’ Pause a analyze 

with reasonable fluency, take up the facility the writing. prol when writ 
ac tice aff rded by retracing the l combina g it that | tne tin rea lj r hand 


| t 
tion. Write blad, blad, pronounce it bl-ad, bl was be g t itline reflects 


ad to insur smoothness. Large circles must this stagger I ag niu d wabbly 
be large, and d must be straight. Observe slant strokes. 7 ercome t tend y to stagger 
Ready for J am, bran, brainy. Now let us let us build up t itline “strok stroke 
pause and examine what we have written. Why as it were. Writ r, bo r, bril rik, brik 
lid you write pr (or is it bl?) instead of BR Follow wit ” r, lar. Now aving “mix 
— ~ 


n brain and brainy, for I know more than half the morta et 


you did?! Let us try it again, with bette: rikl, briklar. Isn't that « 





bservance of proportion in length of strokes Joining the rcle before a after the left 
s time, because you know, many stories t wnward t t ume analysis 
contrary, you may sometimes be required A f te 

ities as § 2 ipl t rca wna i re e esx ) 

l ave written! ! na ¢ tie I he « P 

Folding in the circle in bal should be d gly ea writ very similar to t 
smo ly, cleanly a leftly Retrace the u gure ‘ ‘ and t | ptly e€ circk 

line until you can make it w ne continuous s clos t retrace, leave the ( 
writing motion. Notice that the circular m pen, nor any “threads” dangling. Study the 
tion is employed from beginning to end in par forms e pla 7 ak ir out 
nd that t circle fits up closely to the jum lines equally a rentiate in the sizes 
tion of the curves of circles ver ear nd finite n thi 

4 certain amount of “building up” practice = drill 
] | | 


3; required t write long outlines smogthly Practice for a few s« nds the exercise 
i > 








Ihe first motion is slightly down to the righ 
with a rounded upward swing to the top, then 
irve to the 


down; 


around and down wi 
base. Count 1, up, down; round, up, 


round, up, down—smoothly and swiftly, please 


Study the enlarged forms at the conclusion 
of the drills to see how your outlines ought to 


which we close 


this month’s lesson aftor in Opportunity of 
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eviewing a uple of ations we have 
learned that are likely to be tfalls in construc- 
tion unless care is tak writing of then 
How is your Contest | yming along ’ 
Thousands of beautiful } ire already gat! 
ered together at the OU. G \. Head iarters t 


i 


reward beautiful notes, a s absolutely 


no reason whatsoever why ‘1 lear reader, 
should not receive one of then Absolutely 
none! What about [ challenge you to try 
your shorthand writ y nm Conteet ! 


anuary Test Material 


411 clabs of test paper hould be accompanied 


and insure accuracy in 


QO. G. A. Test Instructions 


These tests are to determine your ability to write 
shorthand smoothly, fluently, and accurately. Any be- 
ginning student who is able to make a creditable copy 
of the Junior Test (page 237) may submit it for the 
Progress Pin The test below, for the O. G A. 
Membership Certificate, can be written by any one 
who has completed the Eighth Chapter of the Manual 

Practice the tests as often as you like, comparing 
your with the printed plates until you have 
produced a copy in your best writing style Ask your 
teacher to criticize your writing as you practice Ob 
proportion in lengths, correct size of circles, 
and fluency of execution. 


notes 


serve 


good formation of curves 


GENEROSITY 


You will be better liked if 
| | es a 


you will recognize the rig of others to their 
pimions, and Itten this generous action o1 
your part will win their lasting confidence and 
praise It reveals your mind to be deep and of 
broader stuff than most met minds are made 
rf 

The bie man safely ignores the little ways 
n which people differ from him. What does it 
matter if they hold views other than his own, 
wr if their habits and manner are not his? It 
is not so grave as to be a matter of life and 
deat! and perhaps implied agreement may 
bring a chuckle later, when in reverie he re 
views the incident, that will be worth its weight 
in gold 


QO. A. T. Test Instructions 


here will 
tests 


Observance of the few 
be helpful in the 


suggestions given 
preparation of O. A. T. 


(1) Arrange the Junior test on one sheet only. Each 
part of the Senior test requires a sheet, making two 
sheets to the test (2) Use good quality paper of 
regular letter size—eight and one-hali by eleven inches 
(except where legal size is specified in the directions). 


(3) Center heading. (4) Keep margins as nearly even 


as possible. (5) See that the ribbon used is capable 
of producing good, clear copy. (6) Use clean type 
(7) Do not erase, or strike over letters: typographical 


errors are not permitted. (8) Indent paragraphs either 
five or ten spaces, but keep them uniform throughout 
the test. A lesser number than five spaces or a greater 
number than five, unless it be ten, should not be used 
(9) Double space always between paragraphs, whether 


making out certificates. 
antil February 25, 


@ typewritten list of name f expedite heckin 
January 
1937 


copy i good F nembership te 


it be on single-spaced matter r double-spaced, but do 
not use more than two spaces (10) Type a proper 
heading or caption on tabulated work in the Senior 
test. The wording must be clear and understandable 
but brief Tests should be properly punctuated. Whil 
typewritten borders are not essential unless so stated 
with the copy, they frequently add to the artistic ap 
pearance of the work, particularly if the copy is tech 


nically perfect, but these borders are secondary a 
clean-cut and periect py i the test i - 2 


importance 





Junior Test 
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I ly il salesn i 
he ld sells s idea s desires to his 
parents s teache ites. The s¢ ) 
graduate sells mselt prospective en 
ployer. The artist, the actor, sells himself t 
s publi rhe 1 ; in sells himsel 
ns chents \ | e somet! 
da it vo Vant } 1 W ll iiways 
ive something y va sell [lo make it 
re emphatic, we may s that whether « 
t your lite will b ppy and success! 
ne depends i larg 1" isure upon | W 
tellig tly you usé mental p ple 
that gove sell rf \\ t D sell gy y 
self, your ideas St 
Since the principles alesmanship will pr 
uundly affect you i is Of paramount 
importance to you to | vhat the principles 
are and become skillful plying them 
From now ¢ vl k of salesn 
ship substitute the su n Sales 
manship is persuas natized, scientif 
persuasion Persuas ttle to do wit 
irgument or debate | " e define as the 
act of induc g some Continued on page 2 
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January Competent Typist Test 


Use double spacing in typing this test 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words 

for each error to get met words written. The number of strokes is indicated at the end of each line in order to 
facilitate counting the gross number of strokes written 

Strokes 

Never any young adventurer’s misfortunes, I believe, 53 

began younger or continued longer than mine. The ship 108 

had no sooner got out of the Humber than the wind be- 160 


gan to blow, and the waves to rise in a most frightful 215 
manner; and as I had never been at sea before I was 26 


most inexpressibly sick in body, and terrified in mind: 324 
I began most seriously to reflect upon what I had done, 380 
and how justly I was overtaken by the judgment of 430 
Heaven for wickedly leaving my father’s house. All the 486 
good counsels of my parents, my father’s tears, and my 541 


mother’s entreaties, came now fresh into my mind; and 595 
my conscience, which was not yet come to the pitch of 649 
hardness to which it has been since, reproached me with 70S 
the contempt of advice and the abandonment of my duty. 761 

All this while the storm increased, and the sea, which 816 
I had never been upon before, went very high, though 869 
nothing like what I have seen many times since; no, nor 925 
what I saw a few days after; but, such as it was, enough 982 
to affect me then, who was but a young sailor and had 1036 
never known anything of the matter. I expected every 1090 
wave would have swallowed us up and that every time 1142 
the ship fell down, as I thought, into the trough or hollow 1202 
of the sea, we should never rise more; and in this agony 1259 
of mind I made many vows and resolutions, that if it 1311 
would please God to spare my life this voyage, if ever I 1369 
got my foot once on dry land, I would go directly home 1423 
to my father and never set it into a ship again while I 1479 
lived; that I would take his advice and never run myself 1536 
into such miseries as these any more. Now I saw plainly 1593 
the goodness of his observations about the middle sta- 1646 
tion of life, how easy, how comfortable, he had lived all 1704 
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Strokes 

his days and never had been exposed to tempests at sea 1759 
or troubles on shore; and I resolved that I would, like a 1817 
true repenting prodigal, go home to my father. 1865 
These wise and sober thoughts continued during the 1914 
storm and indeed some time after; but the next day as 1968 
the wind was abated and the sea calmer, I began to be a 2024 
little inured to it. However, I was very grave that day, 2082 
being also a little seasick still: but towards night the 2140 
weather cleared up, and a fine evening followed. 2190 
I had slept well in the night and was now no more 2240 
seasick but very cheerful, looking with wonder upon the 2296 
sea that was so rough and terrible the day before and 2350 
could be so calm and pleasant in a little time after. And 2409 
now lest my good resolution should continue, my com- 2460 
panion, who had indeed enticed me away, came to me 2511 
and said, Well, Bob, clapping me on the shoulder, how 2565 
do you do after it? I warrant you you were frightened. 2622 
In a word, as the sea was returned to its smoothness 2675 

of surface and settled calmness by the abatement of the 2732 
storm, so, the hurry of my thoughts being over, my fears 2789 
and apprehensions of being swallowed up by the sea for- 2843 
gotten and the current of my former desires returned, I 2899 
entirely forgot the vows and promises I had made in my 2954 
distress. I found, indeed, some intervals of reflection 3011 
and serious thoughts did, as it were, endeavor to return 3068 
again sometimes; but I shook them off, and after five 3122 
or six days got as complete a victory over conscience as 3179 
any young sinner that resolved not to be troubled with 3234 
it could desire. But I was to have another trial for it 3291 
still; and Providence, as in such cases generally it does, 3350 
resolved to leave me entirely without excuse, for, if I 3406 
would not take this for a deliverance, the next was to be 3464 
such a one as the worst and most hardened wretch 3513 
among us would confess both the danger and the 3560 


mercy of.—From “Robinson Crusoe,” by Daniel Defoe 3860 
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( aiinued from pare 232 t ] k to desire, or W he re I syStemat < k \A k al | 
to act in a rdance with your wishes. A sale recording of et : n v t becomes 
an be made only when the ot person has necessary to rely almost altogether uy let 
been persuaded to accept your point of view ters of complaint received trom customers and 

You use persuasion every day of your life salesmet ind pon su errors a r eported 
You have to persuade father to let you drive by department heads and emy Lhe great 
the family car You have to persuade your est difficulty lies in securing the « erat 
employer that y ire worthy of promotion. t the tw n c Not lo ef 
W he y 1 | iv¢ peopie working under you pl yes lishike t eT t ¢ they if 

u have to persuade them to work efficiently § us, but there is natural re up 
When you own a business, you have to pet the part of the management to st p frict 

ade the public to favor you with its patror and bad feeling by forcing a systen ! 

igre Me st ol the Ww rthwh c things ot this ig upon the i it ! | “ ild wereest 

world invol g human relationships are a therefore, that work be placed up un 

mplished by persuasion, or salesmanship mpers ] S entralizing it under one 

Salesmanship for Everybody, by Ely and head Thus a mplaint clerk, or a corres 
Siar F pondence lepart nt and iy Nall 

uld naturally be required to keep track of 

Senior Test the number and kind of complaints received 

These mplaints refer to errors and delays 

Set up Part I in good letter form, properly pera- which were not caught before thev left the 
graphed, and showing the dictator's and stenographer s a Ts . £ larwe denartmes ac on 
initials M. for myself since each of you will be HCE Las . tate ya espe ally 
officiating as stenographer in this case) and indicat where bonuses ar | uid. it often is p table to 
ing that one enclosure is to be made Check back maintain a consta error re i} xan 9 
your copy of the Table (Part II) carefully to see that , : . , 
you have typed it correctly, totalling your figures ay, every fit r tenth piece best checks 
to be sure they are right might also be mack asionall t s ¢ al 

idea f the degre: ta iracy in the work of 

Part | lepartments and individual It sl i} 

borne in mind that tabulat ~ c are 
( Date) Mr ] es Wr ! (Jitice Manager valuable mainly whet expres l relation to 
The Cynthet <ubber Company, Cleveland the work produced; thus, one ert r hun 
Ohio. Dear Mr. W 1: | appreciate the need ired orders handled. or three and half 
ior ec] y¥ Cart l t letermine numbers errors per thousand | s I A report 
and =reé s i é rs Che accuracy factor such as the sample I enclose may be submitted 
S$ one Oo! e most difficult t leal with because to the iT manag¢ ( n t giving him 
it is impractical t eck all work that is pe a fair indication of the accuracy relationshiy 
formed the office lowever, without such a to the number of orders handled. Very truly 
heck T accuracy re rd can be complete yours HP M Ir 

Part II 
CLASSIFICATION OF COMPLAINTS HANDLED BY AD] rMENT DEPARTM! 
Decemper, 1936 
Customer Out 

error Uur error ’ 

Dela Shiy t 2 4 . ) 





Short and Damaged S} pments ] 4? Q 
Lost Shy t 2 ”) 
Pri 4 , 19 
Goods Substituted 4 ) ) 4 
Quality Gr ance ] 18 2 2 
Cx tion Letters 4 r¢ 3 3 
Mis ancous 1? 3 i RR 

Total 26 ve 04 va 

Per cent complaints to orders handled, 3.56 per cent 


laints, 28 to 1 


comryr 


Ratio orders to f 
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THE SHORTHAND REPORTER 





SHORTHAND SPEED’S THREE P’S 


This is the third installment of the series in which emphasis is put 


upon the importance of Principles, Penmanship, and Practice 


By CHARLES LEE SWEM 


Official Reporter, New York Supreme Court 


OW that we have reviewed the impor 
tance of Principles and Penmanship in 
the laying of a stenographic foundation, 

let me impart to you that most elusive and most 

the secret 

You have 


mysterious of all shorthand secrets, 
of shorthand speed. It is Practice 
heard it mentioned before, prob- 
it has become trite to you, 


undoubtedly 
ably so often that 
but nevertheless it is the one and only true 
secret of fast writing. With the best laid foun- 
dation in the world, both in penmanship and in 
knowledge of system, you will never in a thou 
sand years become a rapid writer without the 
especial benefit of the third essential element 

the element of individual, personal practice. 


RECENTLY an ambitious young 


education and intelligence, looking 
a good practical field in which to 


horthand and 


man of 

about fot 
cast his lot, determined to learn s 
become a reporter. He was a college graduate, 
had taken 
acquired a reputation for brilliance in his men- 
ability to acquire 


honors in his university, and had 
tal perceptions and the 
knowledge. Counting on this ability, he set fo: 
himself a limit of eight weeks in which to 
learn shorthand. He had no illusions that he 
would be a reporter at the expiration of that 
time, but with full confidence in his industry 
and his ability he counted upon acquiring a 
fair working ability in shorthand within that 
space of time. 

He did apply himself industriously and intel 
ligently, and he did succeed in astonishing his 
instructors by his quickly acquired mastery of 
his system, by his knowledge of words and the 
shorthand words therefor, as well as by his 
ability to write accurate, beautiful notes. Bu: 
he couldn't write them fast enough! In his 
plans, he had failed to recognize the difference 
between shorthand and all the other subjects 

History, 
subjective 
He had 


1 


he had always so easily mastered. 
mathematics, philosophy are all 
studies, or arts; shorthand is a skill. 


trained his head to form the proper outlines 
and his hand to execute them, but left un- 
touched, or virtually untouched, those delicate 
coordinating centers that are so vital to the 
acquiring of a skill like shorthand 


ry > 
THE human memory 


world to train to a 


is prob 
ably the easiest organ in the 
and the hand is not far behind in 
its imitative ability, but 

coordinative skill is something 
However perfect the material 
may have to work, it is no more possible t 
train a fast shorthand writer in eight weeks, or 
in eight months, than it is to train an acrobat 
within that time. 
for the analogy because, as far removed as it 
is from shorthand in othe s, the 
fine coordinating faculties are invé 
The acquiring of such skill is accom 


given task, 
fine, highly developed, 
else entirely 


with which we 


I purposely select acrobatics 


respec t Satrit 
iIlved in bot! 
skills 
plished in one way, and only one way, and that 
is by personal, persistent practice 

Most reporters practicing today have reached 
their proficiency entirely by the practice route ; 
that is to say, they have learned their principles 
in an ordinary business school or high school 
class, have thereafter 
ambitious writers like tl 
formal dictation class, but very often nothing 
more than an informal group of writers meet 
ing together at night for the purpose of “ex 
changing” dictation 
have by virtue of keeping at it regularly, three 
or four nights a week, week after week and 
month after month, eventually built up the co 
ordinating skill of mind and hand that is the 
secret of all shorthand speed. That is the way 


joined some group of 


emselves—sometimes a 


themselves; and 


among 


reporters are customarily made, for even today 
there are but two or three bona fide reporting 
courses available to the am 
profession must for the most part be entered 
today as it was thirty years ago, by means of 
individual initiative and much practice 


bitious student. The 


ANY practice to be effective in 
the acquiring of skill such as shorthand must 
be regular practice. It may be intelligent prac- 
tice and it may be conscientious practice, or it 
may be neither, and the results will vary ac 
cordingly; but little if anything at all is possi 
ble without practice that is regular and 
sytematic. It is much better to spend as little 
as fifteen minutes a day each day at practice 
than it is to put whole days on it but at irregu 
lar intervals. The more routine and monotonous 
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In the Surrogate’s Court—V 








Notes written !t Sidney Trainor, Court Rep 
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e practice YT nes by that very token the 
student should take consolation in the know] 
edge that he is getting results, for it is the 
constant driving of one thought and one lesson 


1 
nto the brain and the coordinating centers that 


Fast shorthar riters are ilmost nvariably 
aracterized by their possession of the twin 
jualities of ambition and industry. They are, 
n tact, the natural survivors of a process 
whic requires above everything else those two 
jualities in order for them to survive at all 


heir natural, native industry keeps them t& 


the daily drudgery of practice, and only their 


ambition will carry them over the too-frequent 
periods of discouragement. The others who do 
mot possess these qualities will lrop by the 
wayside, for although the task is really not a 
ditheult one, it in tonous and sometimes 


discour ig me 


| HAVE repeatedly asserted 





i i repeat it e, that high speed . possible 
any 1 ma ngster of average intelli 
gence i he of e but possess the ambitron and 
e indust! I e the tense monotony 
{ routine pract No extraordinary mental 
ipal ti ecessal rat r, only t] 
ery com nm quatit ot common sense, wit 
the additional attribute of a mind that is capa 


hle of Ie arniine W atever may be la king ima 


student in t va f background and educa 
tion, the acquiring speed itself has a tendency 
supply; for the word-building habits that 
orthand speed of necessity imparts is just 


hat kind of process, a process Of Ww rd recog 


nition and educatior t is sale say that no 
writer has ever attained really high speed with 
ut acquiring at the same time a very tart Eng 
lish vocabulary, a good knowledge of things 
that find their way into print, and a very ex 
tensive smattering of what is termed practical 
education It is all part of one process But, 
to begin wit there must be the industry to 
mmence it, and t imbitron to survive, the 
\ ] t pr act ( 

Not forgetting course, the ther two 
major premises—Principles, or knowledge i 
system, and Penmanship. The three together 
make for perfection; but Practice is the frst 
essential for even less than pertect n 


Court Reporter 
for Half a Century 
R. WILLIAM S. HELLER of Omaha 


known as the dean of court reporters, 
recently rounded out 50 years’ service as 
court reporter in Nebraska's leading city. The 


wnniversary was made the occasion for a cele 


bration Called int ludge Dineet court 1 
i heat lig Mr leller found himeselt ul 
t nuded = by a Du CSS issociat and 


ther 
OLLICT 


fri 
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uage s 
eport 


Tut 


ends w 


seat I 
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with a handsome t 
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nto print al 
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consider ible size 
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WHo’s WHO IN SHORTHAND SPEED 


EXAMINER A. A. BOWLE 


Examines the Record of 


Mr. Sidney J. Trainor, Miss Pearl Hough, and Mr. Samuel S. Sklarew 
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Official Hearing Reporter for the newly created fact, the dire necessity of that help in certain 
Securities and Exchange Commission of the instances!), just try transcribing these eight 
United States Government. shorthand lines and see whether your tran- 
script agrees in every respect with the original, 
adapted from a little jingle in last April's 
Heffley School paper, “The Ninth Floor.” 
Make your first transcript as you think it 
should be. Then read the lines again, and see 


7 


HE page of the Surrogate’s Court Case 
this month was written quite differently 
from those which have appeared previously in 
this magazine. There is no use trying to read het! find : : 
. whether you find any instance where the in 

these notes first column first, and then second you : . the 1 
, +1 hin sertion Of punctuation in the notes as they 
column second, in the way with which you ; aon 
Mr were written would change the wording. Then 
write it into shorthand, indicating all th 
punctuation just as you would if the author 


are familiar. That is not the way that 
Sidney J. Trainor, one of the left-handed Dia- 
mond Medalists, writes. He finds it more con 
venient and practical to complete the right hand 
column first, and then he is able to get his 
hand out of the way of the shorthand by writ- 
ing down the left or first column, thus obviat- 
ing any possibility of smudging the ink. 
Since the publication of the brochure, 
“Forty-One Diamonds,” which tells the story , . 9 . 
of each of the Diamond Medal winners, Mr. Key to In Surrogate s Court—V 


Trainor has left New York and abdicated his 


were dictating it to you and was “fussy” about 
having his copy punctuated exactly as dictated 

The “punctuated” version that we give you 
next month will show you how “punctuation 


} ' 


conscious” you have become 


The shorthand for this appears on page 239; 


position in the business world. Evidently the read the second colame first.) 
lure of the shorthand pen was of greater con . ; 
r Smiti " et t that * stricker t a8 not 

sequence to him than connection with the mov- responsive 

: P - The Surrogate Ye th s not psponsiv ais t 
ing picture industry. Any day you may find a aa , secpencive, dsten to 
him in the Wayne Circuit Court, the U. S Q (Repeated) A. Well, as far as that is concerned, I 
. 4 a im not quite ire, so l w tn e any definite statement 
Bankruptcy Court, or reporting proceedings be Q@ You know, don’t that Mrs. Aronburg had several 


. . . . e . . onferences with you during he 1 t few years, telling you 
fore the U. S. Master in Chancery in Detroit, hat that was your father’s wish? A. That is what she 
och = \ , nocterit he told me 

or perhaps taking down for posterity the ») Se ae ae ee 

speeches of eminent men and women before a Q You didn’t believe her; is that right? 

t. —_ , acce lead” Mr. Franklin: That is objected to I don’t know as 

convention assembled. . yy 
We know that you will appreciate reading The Surrogate: Overruled. I will allow it 

his reporting notes presented to you this month. , ~ Did you believe her when she told you that? A. D 
velleve her? 
Q Yes A Wel I take it for granted she would 

not want to lie to me : 

Q. Therefore, when you emphasized the fact to his Honor ' 


ry y a that that is what she to you, you believed that that was 
I'ry Your Hand on This! your father's wish; ton't thet so?’ ak. Yes 

Q Notwithstanding the fact that you understood and be 

lieved from Mrs. Aronburg that it was your father’s wish 

that he be buried in an orthodox Hebrew cemetery, your 


m 
os oO IL ) vo ave anv doubt position has been, has it not, that he is buried perfectly 

: be H : l I you h Av b stisfactorily, so far as you are meerned? A No Well, 

of the help that 1udicrous punctuation ot short- Q That is not so, is it? 

, ’ : P aitent a Mr. Franklin I object nless she is allowed to 

hand notes can b you in transcription (in finish her answer 


The Surrogate: Overruled I don’t think he is cut 
ting her off 





“ ~ 2 Q If you want to say anything else. go I won't 
y ( = iv 2 . atop yo A Well, I don’t know A« far as I believe, 
my father is buried where he always wanted to be 

Q Whe told you that? A Nobody 


— , 
” ‘ = 
a 
Be Somebody 
~ —_— am, a 

‘If you have a yearning to be a certain some- 

. thing or somebody, by all means be it! Every 

— - ~? : person, no matter who he is or what his station 


) in life is, can do something. It is knowledge 
oQ and intellect that stirs your blood and makes 


> <-> Cet _ you dream. Spin your castles in the air, vision 
+ great things for yourself, but don’t stop there. 
Cc P Ss 7~J2 Bb P The next thing to do is to act! Don't be a : 

/ dreamer all your life, for that is just what 

: p ( halts progress and makes you satisfied with 

7-H ~— c / crumbs fallen from the table of life.”"—The Gist. 

/ ’ 

Z . J The fees in the School of Experience are 

“on of , a >~_— always paid in advance J 
> 
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Actual Business Letters 


From the prize-winning sets submitted in the last Gregg News Letter Contest 
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Graded Letters 


On Chapter One of the Manual 
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Learning to Work Under Pressure 


From “Managing One's Self” 
By JAMES GORDON GILKEY 


Copyright, 1932, by the Macmillan Company 


Reprinted in shorthand by permission of the publisher 
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*Arthur Wallace, Stories of Grit, pp. 1-10 
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By Wits and Wags 
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